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TRAI NI NG AND ADM NI STRATI VE OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible, non-supervisory
position in the fire service, the primary duties of which
i ncl ude devel oping and organi zing departnental training, and
perform ng adm nistrative functions which are necessary for the
effective operation of the departnent. The Training and
Adm ni strative Officer evaluates the training needs of the
departnment, provides for enployee training, and personally
conducts training. The Training and Adm nistrative Oficer
participates in research and planning of fire department
operations, and perforns public relations duties. The enployee
of this class also nanages the naintenance and repair of
equi pmrent and supplies. The incunbent of this class reports to
and has work reviewed by the Fire Chief.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Devel ops a training program for the departnment and sees t hat
such program is properly staffed and supplied with training
resources. Evaluates training needs, and provides for regular
enpl oyee training at all levels within the departnment. Conducts
classroomtraining, drills and evolutions, and informal or on-
the-job training in basic fire fighting, hydraulics; punmp
operations; water supplies; sprinkler and standpipe systens;
driving fire equipnent; nozzle and hose handling; breathing
apparatus; rescue; pre-fire planning; fire extinguishers;
forcible entry; fire streans; |adders; ventilation; salvage and
overhaul ; fire attack; fire safety; and fire fighting apparatus,

tools, and equipnment. Provides for outside training when
necessary.

Provi des non-supervisory admnistrative support to the Fire
Chief in the daily operations of the fire department.
Participates in the research and planning for prograns and
activities of the departnent. Assists in planning and

organi zi ng departnental operations having to do with equi pment
and apparatus. Conducts inspections of various divisions of the
depart ment and observes department operations. |Investigates all
accidents involving departnent equi pment or personnel ,
determ nes cause, and nmakes recomendati ons on procedure to
avoi d future accidents. Whrks with boards, agenci es, and unions
whose rul es and operations affect the careers of fire departnent
enpl oyees or the work of the fire departnent. Studies new | aws,
regul ati ons, ordinances, and court rulings relating to fire
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department operations to determne if changes in departnment
policies and procedures are needed. G ves reports, offers
advi ce, nmakes recomendations, and keeps infornmed on |ocal
trends that may affect the fire service when attending all
meetings required by the local governing authority. Keeps
informed of nmodern firefighting nethods and admnistrative
practices, and nonitors and eval uates | ocal conditions which may
become fire or safety hazards. Recommends changes in
departnmental operations that will help the city to obtain
favorabl e | SO ratings.

Personal ly tests or directs the testing of equi pment and ensures
t hat equi pment nmeets all applicable federal, state, and | ocal
st andar ds. Arranges for repairs and maintenance of al
departnmental facilities, equipnment, or operating systens, or
assigns such to qualified departnment personnel. | nspects
equi pnment after repairs to see that repairs were properly
acconpl i shed. Wites specifications for new fire departnent
equi pmrent and prepares specifications for public bids.
Purchases or nmkes recomendati ons on maj or purchases for the
departnment, keeping such purchases wthin the established
budget . Orders and distributes supplies and equipnment as
necessary, and maintains the departnental inventory.

Answers questions for the public about operations of the fire

departnent or any rel ated areas of enmergency services. Inforns
the public about fire departnment work by means of talks,
denonstrati ons, depart ment al tours, or di stribution of

literature to schools, civic groups, owners and enpl oyees of
public and private buildings, or any other concerned citizens.
Coordi nates special projects related to public relations or the
image of the fire departnent. Coordi nates the work of the
departnment with related federal, state, and |ocal agencies,
rel easing information and giving assistance when needed. Acts
as departnment representative to the news nmedia, releasing
i nformati on and answering questions concerning the work of the
depart nment.

Conpi |l es and organi zes data needed for reports, including the
departnmental budget. Wites reports requiring the ability to
conpose conpl et e sentences, use correct granmar and punctuati on,
organize ideas in a logical sequence, and related skills.
Wites requests for grants or other special funds to aid in the
operations of the fire service. Wites newspaper articles or
any other type of official departnment positions paper for
publ i cation.

Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents nmust be net by the

filing deadline for application for adm ssion to the

exam nati on.
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Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must possess a valid driver’s license.

Must have not |ess than three (3) years of full-tinme experience
with a paid fire departnment in fire service positions involving
fire suppression or fire departnment training, or which involves
a background in fire departnment adm nistration and nanagenent.

BN 10-16-03
REV 07-22-08



